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ECF further venturesECF further ventures



Docket Event SearchesDocket Event Searches

•• Can choose multiple options by clicking on Can choose multiple options by clicking on 
the event without use of the control key the event without use of the control key 
when filing motionswhen filing motions

•• Cascading Menu SystemCascading Menu System
•• Case Number lookups reduces number of Case Number lookups reduces number of 

screensscreens



Cascading MenusCascading Menus
• A sub-menu may have its own sub-menu, as indicated by the arrow 

to the right of the menu name.

Placing the mouse pointer over a primary sub-menu option displays the lower 
level sub-menu.  Click the desired menu category to display the events on that 
menu. 



Searching for a Case NumberSearching for a Case Number

• The Case Number look-up screen has been modified to reduce the number 
of screens a user must navigate to find a full case number.

Notice the grayed 
out Next button.

After a partial case number is entered, the screen shown on the next slide will 
automatically display.  



Searching for a Case NumberSearching for a Case Number

• The Case Number look-up screen has been modified to reduce the number 
of screens a user must navigate to find a full case number.

Notice the grayed 
out Next button.

After a partial case number is entered, the screen shown on the next slide will 
automatically display.  



Searching for a Case NumberSearching for a Case Number

• When only a portion of a case number is entered, all possible case number 
matches will display on the same screen as the initial look-up field.

Selecting a case 
number checkbox 
activates the Next 

button.

Once the full case number is located, select the proper case number checkbox 
to continue with docketing.



Notice of Electronic FilingNotice of Electronic Filing

•• Only case participants will receive on free Only case participants will receive on free 
look at documents accessed through the look at documents accessed through the 
Notice of Electronic Filing.Notice of Electronic Filing.

•• Secondary Users (Secretaries, legal Secondary Users (Secretaries, legal 
assistants, etc.) will be required to enter a assistants, etc.) will be required to enter a 
PACER account.  This was decided by the PACER account.  This was decided by the 
Judicial Conference.Judicial Conference.



ReportsReports

•• Calendar Events Report allows users to Calendar Events Report allows users to 
choose whether docketing text is included choose whether docketing text is included 
in the report output.in the report output.

•• Civil Case Report allows users to run the Civil Case Report allows users to run the 
Report based on jurisdictional code.Report based on jurisdictional code.

•• Criminal Case Report allows users to run Criminal Case Report allows users to run 
the Report based on citation code.the Report based on citation code.



Calendar Event reports allows user to exclude Calendar Event reports allows user to exclude 
unnecessary informationunnecessary information

Taking the 
checkmark off 

the box 
eliminates 
extraneous 
Information.



Civil Case Report by Jurisdictional Civil Case Report by Jurisdictional 
codecode



Criminal Case Report by CitationCriminal Case Report by Citation



ViewingViewing and Downloading All Documents and Downloading All Documents 
from a Single Entry for Printing or Saving.from a Single Entry for Printing or Saving.

•• Users can view all of the documents for a single docket entry atUsers can view all of the documents for a single docket entry at the the 

same timesame time with two new buttonswith two new buttons--View All or Download all.View All or Download all.

View all Button combines all of PDF attachments View all Button combines all of PDF attachments 
for the docket entry into a single PDF and for the docket entry into a single PDF and 
displayed on the screen. displayed on the screen. 
Download all Button combines the PDF Download all Button combines the PDF 

attachments into a Zip fileattachments into a Zip file



Viewing/and or Downloading all documents Viewing/and or Downloading all documents 
for Multiple Docket Entriesfor Multiple Docket Entries

•• Users can view and print all of the documents for Users can view and print all of the documents for 
multiple docket entries at the same time by clicking the multiple docket entries at the same time by clicking the 
View multiple documents checkbox on the Docket report View multiple documents checkbox on the Docket report 
selection criteria.selection criteria.



Viewing and Downloading (Continued)Viewing and Downloading (Continued)

•• For each docket entry with a document, a checkbox appears in theFor each docket entry with a document, a checkbox appears in the Select Select 
column.  The user can select the docket entries for which the docolumn.  The user can select the docket entries for which the documents cuments 
should be combined into a single PDF.  Multiple Documents can beshould be combined into a single PDF.  Multiple Documents can be saved or saved or 
printed from this application.printed from this application.



Docket Event Docket Event SearchabilitySearchability

•• With the new search bar, users can enter one or more characters With the new search bar, users can enter one or more characters in in 
the docket event search.  The example below shows searching for the docket event search.  The example below shows searching for 
Disqualify counsel, appoint counsel and appoint expert under theDisqualify counsel, appoint counsel and appoint expert under the
motions category.motions category.



New Search Bar at top of Screen.New Search Bar at top of Screen.

All events with “ap”



Cross Document HyperlinksCross Document Hyperlinks

•• CM/ECF Users can file a document that includes CM/ECF Users can file a document that includes 
a hyperlink to previously filed a hyperlink to previously filed document(sdocument(s) in ) in 
the same case or another case that resides on the same case or another case that resides on 
the CM/ECF System where the filing is being the CM/ECF System where the filing is being 
entered, or on any other Court’s CM/ECF entered, or on any other Court’s CM/ECF 
System. Instructions for filing follow herein.System. Instructions for filing follow herein.

•• NOTE:  The Clerk’s Office does not entertain NOTE:  The Clerk’s Office does not entertain 
questions regarding hyperlinks.questions regarding hyperlinks.

•• Do Not copy hyperlinks from Notices of Do Not copy hyperlinks from Notices of 
Electronic Filing (NEF)Electronic Filing (NEF)



Using Microsoft Word to Create Hyperlinks Using Microsoft Word to Create Hyperlinks 
to Existing CM/ECF Documentsto Existing CM/ECF Documents
•• Access CM/ECF and run the report for the case that Access CM/ECF and run the report for the case that 

contains the document to which you want to link.contains the document to which you want to link.
•• Locate the document among the docket entries.Locate the document among the docket entries.
•• Copy the URL of the document to the Clipboard. To do Copy the URL of the document to the Clipboard. To do 

this, hover over the document link and click the right this, hover over the document link and click the right 
mouse.  Select Copy Shortcut (IE or Netscape) or Copy mouse.  Select Copy Shortcut (IE or Netscape) or Copy 
Link Location (Link Location (FirefoxFirefox) from the selection list.   The ) from the selection list.   The 
document link displays after the filed date and is document link displays after the filed date and is 
represented by a number with an underscore.represented by a number with an underscore.

•• In Microsoft Word, open the document you want to which In Microsoft Word, open the document you want to which 
you want to add the hyperlink.  In the document, you want to add the hyperlink.  In the document, 
highlight the citation text for which you wish to create the highlight the citation text for which you wish to create the 
hyperlink.hyperlink.



Right click mouse on the 
number you are hovering for 
the hyperlink, if using IE or 

Netscape.  Use selection list for 
Foxfire.



Highlight citation 
text for the 
hyperlink.

Click tools on toolbar and  
select hyperlink from 

dropdown list.





Hyperlink created to 
the appropriate 

document on ECF.







Using Word Perfect to Create Hyperlinks to Using Word Perfect to Create Hyperlinks to 
Existing CM/ECF DocumentsExisting CM/ECF Documents
•• Access CM/ECF and run the report for the case that Access CM/ECF and run the report for the case that 

contains the document to which you want to link.contains the document to which you want to link.
•• Locate the document among the docket entries.Locate the document among the docket entries.
•• Copy the URL of the document to the Clipboard. To do Copy the URL of the document to the Clipboard. To do 

this, hover over the document link and click the right this, hover over the document link and click the right 
mouse.  Select Copy Shortcut (IE or Netscape) or Copy mouse.  Select Copy Shortcut (IE or Netscape) or Copy 
Link Location (Link Location (FirefoxFirefox) from the selection list.  ) from the selection list.  

•• In Word Perfect, open the document you want to which In Word Perfect, open the document you want to which 
you want to add the hyperlink.  In the document, you want to add the hyperlink.  In the document, 
highlight the citation text for which you wish to create the highlight the citation text for which you wish to create the 
hyperlink.hyperlink.



Right click mouse on the 
number you are hovering for 
the hyperlink, if using IE or 

Netscape.  Use selection list for 
Foxfire.



Highlight citation 
text for the 
hyperlink.

Click tools on toolbar and  
select hyperlink from 

dropdown list.



Paste the URL from the copy shortcut into the 
Document Macro Field by right clicking on 

mouse.



Hyperlink created to 
the appropriate 

document on ECF.



After the document is completed with hyperlinks, convert After the document is completed with hyperlinks, convert 
the document to PDF, and file in ECF. the document to PDF, and file in ECF. 

•• N0TE:  DO N0T print a Word Perfect Document with N0TE:  DO N0T print a Word Perfect Document with 
Hyperlinks TO Adobe PDF Writer.  Publish it to PDF Hyperlinks TO Adobe PDF Writer.  Publish it to PDF 
from the toolbar file at the top of the screen and select from the toolbar file at the top of the screen and select 
from the dropdown  “Publish  and then to PDF.”from the dropdown  “Publish  and then to PDF.”



•• FEES REGARDING HYPERLINKSFEES REGARDING HYPERLINKS
•• When a PACER User accesses a document for the first time via theWhen a PACER User accesses a document for the first time via the Notice Notice 

of Electronic Filing (NEF), he/she will not incur fees for accesof Electronic Filing (NEF), he/she will not incur fees for accessing the newly sing the newly 
filed document, but access to any hyperlinked document from withfiled document, but access to any hyperlinked document from within the in the 
original document will incur a fee.original document will incur a fee.

•• When a PACER User accesses a document after the first look, or aWhen a PACER User accesses a document after the first look, or accesses ccesses 
it from a docket sheet, he/she will be charged for the original it from a docket sheet, he/she will be charged for the original document and document and 
any documents displayed when using a hyperlink.any documents displayed when using a hyperlink.

•• If the document filed in the same transaction contain hyperlinksIf the document filed in the same transaction contain hyperlinks to each to each 
other, the free look will be available from the document number other, the free look will be available from the document number hyperlink hyperlink 
displayed on the NEF document submenu, not from the hyperlinks idisplayed on the NEF document submenu, not from the hyperlinks in the n the 
documents themselves.  The following note is included in the docdocuments themselves.  The following note is included in the document ument 
submenu:   “To view the main document and its attachments withousubmenu:   “To view the main document and its attachments without t 
incurring a PACER Fee, click on the hyperlinks displayed on thisincurring a PACER Fee, click on the hyperlinks displayed on this menu.          menu.           
A PACER Fee will incur to view CM/ECF documents from hyperlinks A PACER Fee will incur to view CM/ECF documents from hyperlinks within within 
the documents.”the documents.”

•• If a PACER User does not have his/her PACER login already linkedIf a PACER User does not have his/her PACER login already linked to to 
his/her ECF login, he/she will be prompted for the PACER login fhis/her ECF login, he/she will be prompted for the PACER login for the first or the first 
document, he/she tries to view.document, he/she tries to view.



Document Path Displayed before completion Document Path Displayed before completion 
of filing.of filing.

•• The full name and path of any uploaded documents will be The full name and path of any uploaded documents will be 
displayed on the Final Docket Text screen while docketing. This displayed on the Final Docket Text screen while docketing. This 
allows the users to confirm that the proper documents have been allows the users to confirm that the proper documents have been 
uploaded for the docket entry.uploaded for the docket entry.



Payment of Filing Fees via the InternetPayment of Filing Fees via the Internet

The CM/ECF Software was modified to allow attorneys paying filinThe CM/ECF Software was modified to allow attorneys paying filing g 
fees for Notices of Appeal via the Internet to choose whether thfees for Notices of Appeal via the Internet to choose whether they ey 
want to pay via credit card or Automated Clearing House (ACH), want to pay via credit card or Automated Clearing House (ACH), 
also known as also known as DirectDebitDirectDebit.  A new screen prompts the user to select .  A new screen prompts the user to select 
the preferred method of payment for the current transaction.the preferred method of payment for the current transaction.



Debit Card 
Information

Credit Card 
Information
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